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BSO Tutorial for Tax Year 2009

View Employer Report Status,
Errors, and Notice Information

Contains the following lessons:

e View Employer Report Status | nformation

e View Employer Report Detailed |nformation
e View Error Information for Previously Submitted Wage

Data
e View Socia Security Number/Name V alidation Notices
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LESSON 1: VIEW EMPLOYER REPORT STATUSINFORMATION

This option is available only to users who selected the View File/Wage Report Status, Errors, and Error
Notices role in their registration profile. Follow the instructions below to view the status of employer
reports for your company.

Access to this service may not be requested if you did not provide an Employer
Identification Number (EIN) when you registered.

STEP 1. Point your browser to the Business Services Online (BSO) Welcome to Business Services
Online page: www.social security.gov/bso/bsowel come.htm.
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ST Business Services Online

www.socialsecurity.gov Home | Questions? Contact Us search ||

Online Services Availability Business Services Online BSO HELP

Monday-Friday: 5 AM - 1 AMEST . N .
Saturday: 5 AM - 11 PM EST Welcome to Business Services Online

Sunday: & AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and autharized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of Octobar 2007, your Persanal Access various BSO services and functions.
Identification Mumber (PIN) is now referred to as
your User [D. REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete" button. In either case, after your Registration is complete, you
Information can Request, Activate and Access services and functions.
c 223\,29:"?5 "‘;'2 Fliing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Lag In" button to login and display
* Wm} trat the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
* Video - Soltware Demonsiralion Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
= Tuiorial
: contact information.

« Employer Information
© SELTENIE Informacién para el Empleador en Espafiol
« Apply For EIN
« Navigation : Log in to Business Services Online here \ LogIn |
» Online Security Polic:
+ The Privacy Act and the Freedom of i ) i )

TBMEiior At New user? Register for Business Services Online here \ Register \
» Contact Us
« Electronic Records Express Complete Phone Registration what is this? [ Complete Phone Registration |
« Government {o Government Services

Online

News Explanation of BSO Services
Reporting Wages to the SSA

- Wage News
= Electronic Records Express News

glec_trloglc Re.ti%ds ';x rsss;\lev;r_s " Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly keying
. Coua le;un - SUS”;I Sr fer\ |lca lon Hews W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you
. W have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a
g -

one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages
Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form $35A-1694 Request for Business Entity Taxpayer Information

Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QOCO AREP Registration Zz 553.00V.

Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TDO/TTY call 1-800-325-0778.

TsA.gov Privacy Policy | Website Policies & Other Important Infermation | Site Map Noed Laraer Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The system
displaysthe Log In to Online Services page.
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Social Secuifity Online Business Services Online

‘www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

/s Log In to Online Services

Online Services Availability

New User? Existing User?
9 CETERARIRRaA = L AT You must create an account to use this website. Once you do, Please login in below:
e Saturday: 5 AM-11 PMET

ou will be provided a User ID to log in to our online services. .

 Sunday: 8 AM- 11:30 PI ET Y P a User ID: I:l

To create new account you will need to: Password:| |

' q 2
+ Provide personal information Eagat user I
« Provide contact information Forgot your password?

« Create your password and security questions
User Certification:
| understand that the Social Security

Administration (SSA) will validate the =
information | provide against the

Need to complete a phonel/form registration? information in SSA's files
[ | have read & agree to these terms.

Create Log In Account

I£3

LoglIn

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User 1D and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions defined
in the User Certification text box on the Log In to Online Services page.

Select the L og In button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO Welcome
link at the top or bottom of the page.
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Business Services Online

il Main Menu

JOHN PUBLIC

Welcome, JOHN PUBLIC

‘Your password expires on January 06, 2010

Report Wages To Social Security

Manage Account Submit, download or process W-2s and W-2cs
® “iew / Edit Account Info iew submission status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions

® Disable Account
Web Service
With your ¥eb Service User ID, wage information can be exchanged with S5A using a client application developed by your company. Your Web
Senvice User 1D and password will have to be included in the header of each SOAP request sent to the EWR YWeb Service. The systermn will keep
View [ Edit Semices your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified

Request MNew Semvices

Wiew Pending Services
Enter Activation Coders) wage files submitted via your Web Serice User ID.

Manage Services

.
.
. The EWR ¥Webh Sewice includes operations to submit wage files (in an MMREF2 format), resubmit corrected wage files and view the status of the
.

Manage Employer Information

® Add/lpdate Employer Information
® Remave Employer Infarmation

Harve & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 am. to 7:00 p.m. Eastern Time ta speak with Employer Customer
Service personnel. For TDD/TTY call 1-800-325-0778

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions

The system displays the Wage Reporting Attestation page (see screen example below.)
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Business Services Online

BSO MainMenu | BSO Information | Keyboard Navigation | Logout

Wage Reporting Attestation

User Certification for Electronic Wage Reporting

I understand that the Social Security Administration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data and/or transmit wage information and to
receive employee wage information for the employer.

By selecting the "l Accept” button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

lAccept | [ IDONOT Accept

Have a guestion? Call 1-800-772-6270 Mon. - Fri. 7AM to YPM Eastern Time to speakwith Employver Customer Serwvice personnel. For TDOVTTY call 1-800-325-0778

STEP 6: Select the | Accept button after reading the conditions defined in the User Certification for
Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the Electronic Wage Reporting (EWR) home menu page (see screen
example on page 6.)
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Business Services Online

BSO MainMenu | BSO Information | Keyboard Navigation | Logout

Reporting Wages to Social Security Alorte and News for EWR

Forms W-2\W-3 Online | | Forms W-2ef-3c Online | | Upload Farmatted YWage File |

E-rnail a'¥Ware Reporting Expert
Create/Resume Forms W-24-3 Online
e Create (fill in the form), save, print and submit up to 20 Forms W-2 per Form W-3. There is no limit on the number of Inforrnacion en Espatiol

Forms W-3 with up to 20 Farms W-2 an emplaver can enter, even ifthe multiple Forms W-3 are for the same
Employer ldentification Mumber (EIN}.

= Atany pointintime, upto 50 Forms W-3, each containing up to 20 Forms W-2, can he saved and resumedfsubmitted e Tutonals. Z=ning
at a later date. Wane Reporting Handbook

= Apre-submission POF is provided ta print the Forms W-2 far distribution to the employees and for the employer S5M Verification Handboaok
review.

Online Registration Handbook
Online Tutatial

= Readthe list of restrictions to determine whether you can use Forms W-200-3 Online.

Save Submitted Repart(s) to Your Computer Sy aie 2030 26 sibod
A printable final PDF version of a wage report created and submitted using Forms W-20-3 Online can be saved to your FAGs - General Employer

computer. The final POF(s) are available for download for only 30 days from the date of submission.

Other Useful Information
Submission Status Employer Report Status e M

® Checking SShs
Wiew Submission Status Wiew WWane Report Status » Unloading Formatted Files
Check repart status, errars, and notice information for Check repart status or view errors for reports submitted i
previously submitted wage reparts (Forms W-200-3). foryour company by a third party. »Eor Other Electronic Filers

® General Info aboutVWade Filing

— - * RS Information
Resubmission Notice *Publication Resources

Ifyou received a Resubmission Motice, you may use the following link to acknowledge receiving the Motice andfor to request
a one-time 15-day extension of the deadline:
Employer Support Links
Acknowledoe Motice andior Request Exension
» fou will need information from the Motice to acknowledge the notice or request an extension.
» ‘You cannot extend if (a) the file has previously been resubmitted or {h) today is more than 45 days from the date on
the Resubmission Motice.

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AW to 7P Eastern Time to speakwith Employer Customer Service personnel. For TDDVTTY call 1-800-325-0778

STEP 7. Select the View Wage Report Status link.

The system displays the Employer Report Selection page.
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wyome  Flectrenic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | Email a Wage Reporting Expert | Keyboard Wavigation | Logout

M Wage Report Status

4 EWR Handbook

Flease read the following information before continuing:

Employer Report Selection

Employer report information is displayed only for reports submitted after 2002,
Reports that have notyet heen processed cannot be displayed.

Processed money tolals may naot reflect the currently posted amounts.

This infarmation should not be used far recanciliation or tax liability purposes.
This information should not be used as the basis for a Form W-2c report.

Tax Year
The Tax¥ear is the year in which the wages were earned

Please Choose a Taxear, | 2009 v

Continue Cancel

Have a question? Call 1-800-772-6270 hion. - Fri. TAM to YPM Eastern Time to speakwith Employer Custormer Service personnel. For TOOITTY call 1-800-325-0778

STEP 8: Select the Tax Y ear from the Please Choose a Tax Year drop-down menu. The current tax
year isthe default value in the Tax Y ear drop-down menu.

STEP 9: Select the Continue button. The system displays the Employer Report Information page.

To return to the EWR Home page, select the Cancel button.
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sscamyone  EAl€CITONIC Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Wage Report Status

Employer Report Information

Report Information for EIN: 00-0000000, Tax Year: 2008
For the tax year you have selected, there are a total of 2 reports. Select the results displayed in the Report Status column for an explanation of status codes. Select Detfails to view detailed information for a particular report.
IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before resubmitting. When you resubmit a file, include any reports that show COMPLETE status also, but make MO changes

in the COMPLETE reports. A COMPLETE report will be processed again if it contains changes. This can cause serious tax consequences for employees and the employer. Corrections after a report is COMPLETE can only be
made by filing a W-2c report

TIP: Use your browser menu Save As or Prinf feature if you wish to save or print this page for your records.

* Note: Detailed information is nof available for reports with & status of IN PROCESS.

Report Processed Processed Report Status Date * Employer Report
Type w-2 Social Security Wages, Status Details
Count Medicare, and
Federal Taxable Income
Correct
CORRECTION 4 SS Wages: §2.556,969,753 27 COMPLETE 11i25/2008 Details
Medicare: 53.005.064,199.85
Fed Taxable: $1,380.708.618.22
Correct
CORRECTION 0 S5 Wages: §0.00 DUPLICATE 12/05/2008
Medicare: $0.00
Fed Taxable: $0.00
Options
[ Return to Employer Report Selection ] | Return to the Employer Repart Selection page.

Have a question? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778,

STEP 10: Select the status link in the Report Status column to display the processing status for a
specific report. The system displays the Explanation of Processing Status Codes pop-up
window.
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Explanation of Processing Status Code
You have requested mformation about the COMPLETE processing status code.

COMPLETE Social Securty was able to complete processing of this report. Ifyou or the people filing on your behalf are required to resubmit your
wage file, do MOT change the information i this report.

Piease note that you may have to close this window in order to resume your 850 session.
| Close Browser'Window |
You can use the Flie mend to close this window.

STEP 11: Review the status of your submitted report, which is located at the top of the pop-up window.

STEP 12: Select the Close Browser Window button to close the pop-up window. The system returns
you to the Employer Report Information page.

STEP 13: After closing the pop-up window, select the Return to Employer Report Selection button on
the Employer Report Information page (see Page 8 for screen example.) The system displays
the Employer Report Selection page.
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LESSON 2: VIEW EMPLOYER REPORT DETAILED INFORMATION

This option is available only to users who selected the View File/Wage Report Status, Errors, and Error
Notices with or without Name/Social Security Number (SSN) Errors role. Follow the instructions below
to view employer report information for previously submitted wage data.

Access to this service may not be requested if you did not provide an Employer
Identification Number (EIN) when you registered.

STEP 1. Point your browser to the Business Services Online (BSO) Welcome to Business Services
Online page: www.social security.gov/bso/bsowel come.htm.
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ST Business Services Online

www.socialsecurity.gov Home | Questions? Contact Us search ||

Online Services Availability Business Services Online BSO HELP

Monday-Friday: 5 AM - 1 AMEST . N .
Saturday: 5 AM - 11 PM EST Welcome to Business Services Online

Sunday: & AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and autharized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of Octobar 2007, your Persanal Access various BSO services and functions.
Identification Mumber (PIN) is now referred to as
your User [D. REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete" button. In either case, after your Registration is complete, you
Information can Request, Activate and Access services and functions.
c 223\,29:"?5 "‘;'2 Fliing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Lag In" button to login and display
* Wm} trat the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
* Video - Soltware Demonsiralion Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
= Tuiorial
: contact information.

« Employer Information
© SELTENIE Informacién para el Empleador en Espafiol
« Apply For EIN
« Navigation : Log in to Business Services Online here \ LogIn |
» Online Security Polic:
+ The Privacy Act and the Freedom of i ) i )

TBMEiior At New user? Register for Business Services Online here \ Register \
» Contact Us
« Electronic Records Express Complete Phone Registration what is this? [ Complete Phone Registration |
« Government {o Government Services

Online

News Explanation of BSO Services
Reporting Wages to the SSA

- Wage News
= Electronic Records Express News

glec_trloglc Re.ti%ds ';x rsss;\lev;r_s " Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly keying
. Coua le;un - SUS”;I Sr fer\ |lca lon Hews W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you
. W have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a
g -

one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages
Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form $35A-1694 Request for Business Entity Taxpayer Information

Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QOCO AREP Registration Zz 553.00V.

Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TDO/TTY call 1-800-325-0778.

TsA.gov Privacy Policy | Website Policies & Other Important Infermation | Site Map Noed Laraer Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The system
displaysthe Log In to Online Services page.
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Sovial S8kedlty Orline Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

\ Log In to Online Services

Online Services Availability

New User? Existing User?
0 CImm e gl Al You must create an account to use this website.Once you do, Please login in below:
® Saturday: 5AM- 11 PMET H H :

ou will be provided a User ID to log in to our online services. b

o Sunday: 8 AM- 11:30 PU ET ¥ p 9 User ID: I:l

To create new account you will need to: Password: |:|

. 2
+ Provide personal information Forgot user ID?
« Provide contact information Forgot your password?

« Create your password and security questions
User Certification:

| understand that the Social Security *

Administration (SSA) will validate the =

information | provide against the
Need to complete a phone/form registration? information in SSA's files

[ I'have read & agree to these terms.

Create | og In Account

|

Login

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User 1D and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions defined
in the User Certification text box on the Log In to Online Services page.

Select the Log I n button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO Welcome
link at the top or bottom of the page.
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Social Security Online

nformation | Cortact Us | Keyboard Navig

il Main Menu

Welcome, JOHN PUBLIC
‘Your password expires on January 06, 2010

Report Wages To Social Security

Submit, download or process W-2s and W-2cs

Manage Account

® “iew / Edit Account Info iew submission status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions

® Disable Account
Web Service

Manage Services With your ¥eb Service User ID, wage information can be exchanged with S5A using a client application developed by your company. Your Web
Senvice User 1D and password will have to be included in the header of each SOAP request sent to the EWR YWeb Service. The systermn will keep
* View/ Edit Services your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
® Request New Senices
® Yisw Pending Services The EWR ¥Webh Sewice includes operations to submit wage files (in an MMREF2 format), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your YWeb Service User D,

Manage Employer Information

® Add/lpdate Employer Information
® Remave Employer Infarmation

Harve & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 am. to 7:00 p.m. Eastern Time ta speak with Employer Customer
Service personnel. For TDD/TTY call 1-800-325-0778

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions
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The system displays the Wage Reporting Attestation page (see screen example below.)

socalSecurityonine  USINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

M Wage Reporting Attestation

User Certification for Electronic Wage Reporting

I understand that the Social Security Administration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data and/or transmit wage information and to
receive employee wage information for the employer.

By selecting the "1 Accept” button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

lAccept | [ IDONOT Accept

Have a question? Call 1-800-772-6270 Mon. - Fri. 7TAM to 7PM Eastern Time to speakwith Employer Customer Service personnel. For TDDVTTY call 1-800-325-0778

Socia Security Administration Page 14




BSO Tutorial — Tax Y ear 2009 View Employer Report Status, Errors, and Notice Information

STEP 6: Select the | Accept button after reading the conditions defined in the User Certification for
Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the EWR Home page (see screen example below.)

SocialSecuriyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

Electronic Wage Reporting (EWR)

Reporting Wages to Social Security Alorte and Nowe for EWR

Forms W-2\W-3 Online | | Forms W-2ef-3c Online | | Upload Farmatted YWage File |

E-mail a¥Ware Reporting Expert
Create/Resurme Farms W-204%-2 Online
= Create {fill in the form), save, print and submit up to 20 Forms YW-2 per Farm W-3. There is no limit on the number of Informacion en Espafiol
Faorms W-3 with up to 20 Farms W-2 an emplayer can enter, even ifthe multiple Forms W-3 are for the same
Employer ldentification Mumhber (EIN)

* Atany pointintime, upto 50 Forms W-3, each containing up to 20 Forms W-2, can be saved and resumedfsubmitted B UL

at a later date. Wane Reporting Handbook
* Apre-submission POF is provided to print the Forms -2 for distribution to the employees and for the employer S8M Verification Handbook
review.

Online Registration Handbook
Online Tutorial

Save Submitted Report(s) to Your Computar Sofware Demonstration
A printable final PDF wersion of a wage report created and submitted using Forms WW-204-3 Online can be saved to your FAQs - General Employer
computer. The final PDF(s) are available far download for only 30 days from the date of submissian.

» Readthe |ist of restrictions to determine whether you can use Forms W-200-3 Online.

Other Useful Information

Submission Status Employer Report Status > Defore You P le
* Checking S5Ms
Yew Submission Stalus Yiew Wane Repart Status » Unloading Formatted Files
Check report status, errors, and notice information far Check report status or view errors for reparts submitted )
previously submitted wage reports (Forms W-20-3). for your compary by a third party. »Eor Other Electronic Filers

* General Info aboutiage Filing

* RS Information

Resubmission Notice »Publication Resources

Ifyau received a Resuhmission MNotice, you may use the fallowing link to acknowledge receiving the Motice andior to request
a ane-time 15-day extension of the deadline:
Employer Support Links
Acknowledge Motice andfor Reguest Extension
= You will need information from the Motice to acknowledge the notice ar request an extensian.
= You cannot extend if (&) the file has previously been resubmitted or (b) today is mare than 45 days fram the date on
the Resubmission Notice.

Have a gquestion? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speakwith Employer Customer Serwvice personnel. For TDOVTTY call 1-800-325-0778

STEP 7. Select the View Wage Report Statuslink.

The system displays the Employer Report Selection page.
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wyome  Flectrenic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | Email a Wage Reporting Expert | Keyboard Wavigation | Logout

M Wage Report Status

4 EWR Handbook

Flease read the following information before continuing:

Employer Report Selection

Employer report information is displayed only for reports submitted after 2002,
Reports that have notyet heen processed cannot be displayed.

Processed money tolals may naot reflect the currently posted amounts.

This infarmation should not be used far recanciliation or tax liability purposes.
This information should not be used as the basis for a Form W-2c report.

Tax Year
The Tax¥ear is the year in which the wages were earned

Please Choose a Taxear, | 2009 v

Continue Cancel

Have a question? Call 1-800-772-6270 hion. - Fri. TAM to YPM Eastern Time to speakwith Employer Custormer Service personnel. For TOOITTY call 1-800-325-0778

STEP 8: Select the Tax Year from the Please Choose a Tax Year drop-down menu. The current tax
year isthe default value in the Tax Y ear drop-down menu.

STEP 9: Select the Continue button. The system displays the Employer Report Information page.

To return to the EWR Home page, select the Cancel button.
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ansenyome  LilECITONIC Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Wage Report Status

Employer Report Information

Report Information for EIN: 00-0000000, Tax Year: 2008
For the tax year you have selected, there are a total of 2 reports. Select the results displayed in the Report Status column for an explanation of status codes. Select Details to view detailed information for a particular report.
IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before resubmitting. When you resubmit a file, include any reports that show COMPLETE status also, but make MO changes

in the COMPLETE reports. A COMPLETE report will be processed again if it contains changes. This can cause serious tax consequences for employees and the employer. Corrections after a report is COMPLETE can only be
made by filing a W-2c report.

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records.

* Note: Detailed information is nof available for reports with & status of IN PROCESS.

Report Processed Processed Report Status Date * Employer Report
Type w-2 Social Security Wages, Status Details
Count Medicare, and
Federal Taxable Income
Correct
CORRECTION 4 535 Wages: $2,556,969,753.27 COMPLETE 11/25/2008 Details
Medicare: $3.005,064 19985
Fed Taxable: $1.380,708.618.22
Correct
CORRECTION 0 S5 Wages: $0.00 DUPLICATE 12/05/2008
Medicare: s0.00
Fed Taxable: 50.00
Options
[ Return to Employer Report Selection ] Return to the Employer Report Selection page.

Have z question? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Emplover Customer Service personnel For TDD/TTY call 1-800-325-0778,

STEP 10: Select the Details link in the Employer Report Details column of the specific report you wish
to view. The system displays the Employer Report Detailed Information page.
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basaome  LCCtrONiC Wage Reporting (EWR)

http:/ /www.ssa.gov/ EWR Home | Email a Wage Reporting Expert | Keyboard Navigation | Logout

ey,

Zil" Wage Report Status

Employer Report Detailed Information
Report Information for EIN: 00-0000000, Tax Year: 2009
Select the results displayed in the Report Status column for an explanation of status codes
IMPORTANT: Reports that have been processed to COMPLETE should not be changed ifthe file is resubmitted

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records.

Report Type: REGULAR Report Status: COMPLETE
Status Date: 07/28/2009 Employment Type: Regular
Eamnings Control Number: 20092124400031 Tax Jurisdiction: Domestic Form W-2
Reported W-2 Count: 0000020 Establishment Number: 5464
Processed V-2 Count: 20
Reported Processed Amended
5 Wages $0.00 $0.00 NOT APPLICABLE
58 Tips $0.00 $0.00 NOT APPLICABLE
Medicare Wages and Tips 50,00 50.00 NOT APPLICABLE
Federal Taxable Income §2945831.88 $2,945831.88 NOT APPLICABLE

View Errors / View Name/SSN Validation Notice

Options
[ Return to Employer Report Information ] Return to the Employer Report Information
page.
[ Retum to Employer Report Selection ] Return to the Emplayer Report Selection page

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM ta 7PM Eastern Time to speak with Employer Customer Service personnel. For TODITTY call 1-800-325-0778.
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LESSON 3: VIEW ERROR INFORMATION FOR PREVIOUSLY
SUBMITTED WAGE DATA

This option is available only to users who selected the View File/Wage Report Status, Errors, and Error
Notices with or without Name/SSN Errors role. Follow the instructions below to view error information
for previously submitted wage data.

Access to this service may not be requested if you did not provide an Employer
I dentification Number (EIN) when you registered.

STEP 1: Point your browser to the Business Services Online (BSO) Welcome to Business Services
Online page: www.social security.gov/bso/bsowel come.htm.
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ST Business Services Online

www.socialsecurity.gov Home | Questions? Contact Us search ||

Online Services Availability Business Services Online BSO HELP

Monday-Friday: 5 AM - 1 AMEST . N .
Saturday: 5 AM - 11 PM EST Welcome to Business Services Online

Sunday: & AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and autharized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of Octobar 2007, your Persanal Access various BSO services and functions.
Identification Mumber (PIN) is now referred to as
your User [D. REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete" button. In either case, after your Registration is complete, you
Information can Request, Activate and Access services and functions.
c 223\,29:"?5 "‘;'2 Fliing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Lag In" button to login and display
* Wm} trat the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
* Video - Soltware Demonsiralion Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
= Tuiorial
: contact information.

« Employer Information
© SELTENIE Informacién para el Empleador en Espafiol
« Apply For EIN
« Navigation : Log in to Business Services Online here \ LogIn |
» Online Security Polic:
+ The Privacy Act and the Freedom of i ) i )

TBMEiior At New user? Register for Business Services Online here \ Register \
» Contact Us
« Electronic Records Express Complete Phone Registration what is this? [ Complete Phone Registration |
« Government {o Government Services

Online

News Explanation of BSO Services
Reporting Wages to the SSA

- Wage News
= Electronic Records Express News

glec_trloglc Re.ti%ds ';x rsss;\lev;r_s " Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly keying
. Coua le;un - SUS”;I Sr fer\ |lca lon Hews W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you
. W have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a
g -

one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages
Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form $35A-1694 Request for Business Entity Taxpayer Information

Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QOCO AREP Registration Zz 553.00V.

Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TDO/TTY call 1-800-325-0778.

TsA.gov Privacy Policy | Website Policies & Other Important Infermation | Site Map Noed Laraer Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The system
displays the Log In to Online Services page.
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Social Secuifity Online Business Services Online

‘www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

/s Log In to Online Services

Online Services Availability

New User? Existing User?
9 CETERARIRRaA = L AT You must create an account to use this website. Once you do, Please login in below:
e Saturday: 5 AM-11 PMET

ou will be provided a User ID to log in to our online services. .

 Sunday: 8 AM- 11:30 PI ET Y P a User ID: I:l

To create new account you will need to: Password:| |

' q 2
+ Provide personal information Eagat user I
« Provide contact information Forgot your password?

« Create your password and security questions
User Certification:
| understand that the Social Security

Administration (SSA) will validate the =
information | provide against the

Need to complete a phonel/form registration? information in SSA's files
[ | have read & agree to these terms.

Create Log In Account

I£3

LoglIn

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User 1D and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions defined
in the User Certification text box on the Log In to Online Services page.

Select the Log I n button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO Welcome
link at the top or bottom of the page.
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Social Security Online

nformation | Cortact Us | Keyboard Navig

il Main Menu

Welcome, JOHN PUBLIC
‘Your password expires on January 06, 2010

Report Wages To Social Security

Submit, download or process W-2s and W-2cs

Manage Account

® “iew / Edit Account Info iew submission status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions

® Disable Account
Web Service

Manage Services With your ¥eb Service User ID, wage information can be exchanged with S5A using a client application developed by your company. Your Web
Senvice User 1D and password will have to be included in the header of each SOAP request sent to the EWR YWeb Service. The systermn will keep
* View/ Edit Services your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
® Request New Senices
® Yisw Pending Services The EWR ¥Webh Sewice includes operations to submit wage files (in an MMREF2 format), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your YWeb Service User D,

Manage Employer Information

® Add/lpdate Employer Information
® Remave Employer Infarmation

Harve & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 am. to 7:00 p.m. Eastern Time ta speak with Employer Customer
Service personnel. For TDD/TTY call 1-800-325-0778

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions
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The system displays the Wage Reporting Attestation page (see screen example below.)

socalSecurityonine  USINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

M Wage Reporting Attestation

User Certification for Electronic Wage Reporting

I understand that the Social Security Administration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data and/or transmit wage information and to
receive employee wage information for the employer.

By selecting the "1 Accept” button, you certify that you have read, understand and agree to the user certification of Business
Services Online.

lAccept | [ IDONOT Accept

Have a question? Call 1-800-772-6270 Mon. - Fri. 7TAM to 7PM Eastern Time to speakwith Employer Customer Service personnel. For TDDVTTY call 1-800-325-0778
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STEP 6: Select the | Accept button after reading the conditions defined in the User Certification for
Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the EWR Home page (see screen example below.)
SocialSecuriyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

Electronic Wage Reporting (EWR)

Reporting Wages to Social Security Alorte and Nowe for EWR

Forms W-2\W-3 Online | | Forms W-2ef-3c Online | | Upload Farmatted YWage File |

E-mail a¥Ware Reporting Expert
Create/Resurme Farms W-204%-2 Online
= Create {fill in the form), save, print and submit up to 20 Forms YW-2 per Farm W-3. There is no limit on the number of Informacion en Espafiol
Faorms W-3 with up to 20 Farms W-2 an emplayer can enter, even ifthe multiple Forms W-3 are for the same
Employer ldentification Mumhber (EIN)

* Atany pointintime, upto 50 Forms W-3, each containing up to 20 Forms W-2, can be saved and resumedfsubmitted B UL

at @ later date. Wage Reporting Handbook
* Apre-submission POF is provided to print the Forms -2 for distribution to the employees and for the employer S8M Verification Handbook
review. Online Redistration Handboaok

» Readthe |ist of restrictions to determine whether you can use Forms W-200-3 Online. R i
E— Online Tutarial

Save Submitted Repartis) to Your Computer Satware Demanstralion

A printable final PDF wersion of a wage report created and submitted using Forms WW-204-3 Online can be saved to your FAQs - General Employer
computer. The final PDF(s) are available far download for only 30 days from the date of submissian.

Other Useful Information

Submission Status Employer Report Status > Defore You P le
* Checking S5Ms
Yew Submission Stalus Yiew Wane Repart Status » Unloading Formatted Files
Check report status, errors, and notice information far Check report status or view errors for reparts submitted )
previously submitted wage reports (Forms W-20-3). for your compary by a third party. »Eor Other Electronic Filers

* General Info aboutiage Filing

* RS Information

Resubmission Notice »Publication Resources

Ifyau received a Resuhmission MNotice, you may use the fallowing link to acknowledge receiving the Motice andior to request
a ane-time 15-day extension of the deadline:
Employer Support Links
Acknowledge Motice andfor Reguest Extension
= You will need information from the Motice to acknowledge the notice ar request an extensian.
= You cannot extend if (&) the file has previously been resubmitted or (b) today is mare than 45 days fram the date on
the Resubmission Notice.

Have a gquestion? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speakwith Employer Customer Serwvice personnel. For TDOVTTY call 1-800-325-0778

STEP 7: Select the View Wage Report Status link.

The system displays the Employer Report Selection page.
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wyome  Flectrenic Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | Email a Wage Reporting Expert | Keyboard Wavigation | Logout

M Wage Report Status

4 EWR Handbook

Flease read the following information before continuing:

Employer Report Selection

Employer report information is displayed only for reports submitted after 2002,
Reports that have notyet heen processed cannot be displayed.

Processed money tolals may naot reflect the currently posted amounts.

This infarmation should not be used far recanciliation or tax liability purposes.
This information should not be used as the basis for a Form W-2c report.

Tax Year
The Tax¥ear is the year in which the wages were earned

Please Choose a Taxear, | 2009 v

Continue Cancel

Have a question? Call 1-800-772-6270 hion. - Fri. TAM to YPM Eastern Time to speakwith Employer Custormer Service personnel. For TOOITTY call 1-800-325-0778

STEP 8: Select the Tax Year from the Please Choose a Tax Year drop-down menu. The current tax
year isthe default value in the Tax Y ear drop-down menu.

STEP 9: Select the Continue button. The system displays the Employer Report Information page.

To return to the EWR Home page, select the Cancel button.
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ansenyome  LilECITONIC Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Wage Report Status

Employer Report Information

Report Information for EIN: 00-0000000, Tax Year: 2008
For the tax year you have selected, there are a total of 2 reports. Select the results displayed in the Report Status column for an explanation of status codes. Select Details to view detailed information for a particular report.
IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before resubmitting. When you resubmit a file, include any reports that show COMPLETE status also, but make MO changes

in the COMPLETE reports. A COMPLETE report will be processed again if it contains changes. This can cause serious tax consequences for employees and the employer. Corrections after a report is COMPLETE can only be
made by filing a W-2c report.

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records.

* Note: Detailed information is nof available for reports with & status of IN PROCESS.

Report Processed Processed Report Status Date * Employer Report
Type w-2 Social Security Wages, Status Details
Count Medicare, and
Federal Taxable Income
Correct
CORRECTION 4 535 Wages: $2,556,969,753.27 COMPLETE 11/25/2008 Details
Medicare: $3.005,064 19985
Fed Taxable: $1.380,708.618.22
Correct
CORRECTION 0 S5 Wages: $0.00 DUPLICATE 12/05/2008
Medicare: s0.00
Fed Taxable: 50.00
Options
[ Return to Employer Report Selection ] Return to the Employer Report Selection page.

Have z question? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Emplover Customer Service personnel For TDD/TTY call 1-800-325-0778,

STEP 10: Select the Details link in the Employer Report Details column of the specific report. The
system displays the Employer Report Detailed Information page.
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ansenyome  LilECITONIC Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

¥ Wage Report Status

Employer Report Detailed Information
Report Information for EIN: 00-0000000, Tax Year: 2009
Select the results displayed in the Report Status column for an explanation of status codes
IMPORTANT: Reports that have been processed to COMPLETE should not be changed if the file is resubmitted.

TIP: Use your browser menu Save As or Prinf feature if you wish to save or print this page for your records.

Report Type: REGULAR Report Status: RETURN
Status Date: 07/28/2009 Employment Type: Invalid Value Reported
Earnings Control Number: Tax Jurisdiction: Domestic Form W-2
Reported W-2 Count: 0000008 Establishment Number: K935
W-2 Count: 28
Reported Processed Amended
5§ Wages $347,033,057.75 $347,033,057.75 NOT APPLICABLE
SS Tips $243,690,351.34 $243,690,351.34 NOT APPLICABLE
Medicare Wages and Tips $1,405,036,664.27 51,405,036,664.27 NOT APPLICABLE
Federal Taxable Income $762,779,334.86 $16,011,515,863.86 NOT APPLICABLE
View Errors
Options
[ Return to Employer Report Information ] Return to the Employer Report Information
page.

[ Return to Employer Report Selection ] Return to the Employer Report Selection page

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TODITTY call 1-800-325-0778.

STEP 11: Select the View Errors link to display all errors for the report. The system displays the All
Errors for Report page.
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baiseryone HlECETONIC Wage Reporting (EWR)

)

o

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Wage Report Status

All Errors for Report

Error Information for EIN: 00-0000000, Tax Year: 2009

Selectthe results displayed in the Report Status column for an explanation of status codes
Select Details to view detailed information for a particular report

IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before resubmitting. When you resubmit a file, include any reports that show
COMPLETE status also, but make NO changes in the COMPLETE reports. A COMPLETE report will be processed again if it contains changes. This can cause serious tax
consequences for employees and the employer. Corrections after a reportis COMPLETE can only be made by filing a W-2¢ report.

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records.

Report Status

Error Description Importance
COMPLETE Invalid Mames andior S3Ns INFORMATIONAL Details
Options
[ Employer Report Detailed Information ] Return to the Emplayer Report Detailed

Information page.

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778

If no View Errorslink is present, SSA found no errors while processing the report.

STEP 12: Select the Details link in the right-hand column of the specific error description. The system
displaysthe Detailed Information for Error page.
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seciseeniyonie LileCtronic Wage Reporting (EWR)

lwww._socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

.- Wage Report Status

Detailed Information for Error
Invalid Names and/or SSNs in
Report Number 0000000001

Error Information for EIN: 00-0000000 , Tax Year: 2009

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records.

Employer Name:Test Employer Tax Year: 2009
Employer EIN: 00-0000000 Establishment Number: K985
Employer Employment Type: Invalid Value Reporied Reported W-2 Count: 0000008
Tax Jurisdiction: Domestic Form W-2 P W-2 Count: 28
Importance: INFORMATIONAL
Error Description: Some Employee Wage Records in the wage report contain Names and/or Social Security Numbers (SSNs) that do not agree with our records. This may be due to a data processing error.
Check the structure of the wage report to ensure that Names and SSNs are in the proper positions in the RW Records. Also, please check all names to ensure that: a) the first name and/or the |ast name fields
are not blank; b) the name agrees with the individual's name exactly as itis shown on the individual's Social Security card; c) the first name, middle name and last name are provided in separate fields; d)the
individual's title (Mr., Mrs_, etc.) is notincluded in any of the name fields. Please check all S55Ns to ensure that: a) the SSN agrees with the individual's SSN exactly as it is shown on the individual's Social
Security card; b) the SSN is nine (9) numeric characters and does not contain letters, blanks, spaces, hyphens, prefixes or suffixes; c) the SSN does not contain 1111111117, "333333333" or "123456789" d)
the SSN does not begin with "8” or "9%; and e) the SSN is not in reverse order
Reported All Non-Zero Missing Failed to Total Failed
Zeros or Incomplete SSNs Match SSNs
21 0 o 21
INote: The Name columns will be blank for reports submitted using the Technical Information Bulletin (TIB) format standard. The Social Security Administration no longer accepts TIB submissions.
TIP: Use the W-2 Sequence number to locate the Forms W-2 within your report.
-2 Sequence SSN First Hame Middle Name Last Hame
Humber

1 000000000 TEST w EMPLOYEE

2 000000000 TEST w EMPLOYEE

3 000000000 TEST w EMPLOYEE

4 000000000 TEST w EMPLOYEE

5 000000000 TEST w EMPLOYEE

[ 000000000 TEST w EMPLOYEE

7 000000000 TEST w EMPLOYEE

8 000000000 TEST w EMPLOYEE

9 000000000 TEST w EMPLOYEE

10 000000000 TEST w EMPLOYEE

" 000000000 TEST w EMPLOYEE

12 000000000 TEST w EMPLOYEE

13 000000000 TEST w EMPLOYEE

14 000000000 TEST w EMPLOYEE

15 000000000 TEST w EMPLOYEE

18 000000000 TEST w EMPLOYEE

17 000000000 TEST w EMPLOYEE

18 000000000 TEST w EMPLOYEE

19 000000000 TEST w EMPLOYEE

20 000000000 TEST w EMPLOYEE

21 000000000 TEST w EMPLOYEE

Options

All Errors for Report View All Errors for this Report

[ Employer Report Detailed Information 1 rt?tum t‘a the Employer Report Detailed
nformation page

Have a question? Call 1-800-772-6270 Mon. - Fi

M to TPM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.
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STEP 13: Select the All Errors for Report button after reviewing the error information to return to the
All Errorsfor Report page.
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LESSON 4: VIEW SOCIAL SECURITY NUMBER/NAME VALIDATION
NOTICES

This option is available only to users who selected the View File/Wage Report Status, Errors, and Error
Notices with Name/SSN Errorsrole. Follow the instructions below to view Name-SSN notices.

Access to this service may not be requested if you did not provide an Employer
I dentification Number (EIN) when you registered.

STEP 1: Point your browser to the Business Services Online (BSO) Welcome to Business Services
Online page: www.social security.gov/bso/bsowel come.htm.
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ST Business Services Online

www.socialsecurity.gov Home | Questions? Contact Us search ||

Online Services Availability Business Services Online BSO HELP

Monday-Friday: 5 AM - 1 AMEST . N .
Saturday: 5 AM - 11 PM EST Welcome to Business Services Online

Sunday: & AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and autharized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

Effective as of Octobar 2007, your Persanal Access various BSO services and functions.
Identification Mumber (PIN) is now referred to as
your User [D. REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have started
and need to complete your Registration process, select the "Complete" button. In either case, after your Registration is complete, you
Information can Request, Activate and Access services and functions.
c 223\,29:"?5 "‘;'2 Fliing Handbook LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Lag In" button to login and display
* Wm} trat the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
* Video - Soltware Demonsiralion Maintenance" to request activation of additional services and functions, deactivate your User ID, and/or change your password or
= Tuiorial
: contact information.

« Employer Information
© SELTENIE Informacién para el Empleador en Espafiol
« Apply For EIN
« Navigation : Log in to Business Services Online here \ LogIn |
» Online Security Polic:
+ The Privacy Act and the Freedom of i ) i )

TBMEiior At New user? Register for Business Services Online here \ Register \
» Contact Us
« Electronic Records Express Complete Phone Registration what is this? [ Complete Phone Registration |
« Government {o Government Services

Online

News Explanation of BSO Services
Reporting Wages to the SSA

- Wage News
= Electronic Records Express News

glec_trloglc Re.ti%ds ';x rsss;\lev;r_s " Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly keying
. Coua le;un - SUS”;I Sr fer\ |lca lon Hews W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If you
. W have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask for a
g -

one time 15-day extension to the deadline for resubmitting your wage file.

More information about Reporting Wages
Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted files
to request verification of names and Social Security Numbers of employees of the company for which you work or the company
that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form $35A-1694 Request for Business Entity Taxpayer Information

Business entities that have attorney and/or non-attorney representatives as partners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QOCO AREP Registration Zz 553.00V.

Select Login to complete, update or view the Form SSA-1694.
Select Register to obtain a User ID and password to complete the Form SSA-1694.

More information about the Attorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TDO/TTY call 1-800-325-0778.

TsA.gov Privacy Policy | Website Policies & Other Important Infermation | Site Map Noed Laraer Text?
Last reviewed or modified Wednesday Nov 21, 2007

STEP 2: Select the Log In button on the BSO Welcome to Business Services Online page. The system
displays the Log In to Online Services page.
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Social S8ty Online Business Services Online

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

#% Log In to Online Services

Online Services Availability

New User? Existing User?
' 'E':“I"”:Y'ng:’; 51“1";‘1;"‘ = You must create an account to use this website.Once you de, Please login in below:
O ESELEDRIeUL ou will be provided a User ID to log in to our online services. g
o Sunday: 8 Al - 11:30 P ET ¥ P d User ID: I:l
To create new account you will need to: Password: |:|
: ?
+ Provide personal information Forgot user 107
« Provide contact information Eorgot your password?

« Create your password and security questions

User Certification:
Create Log In Account

| understand that the Social Security ~
Administration (SSA) will validate the =
@nformat\on I provide against the

Need to complete a phonelform registration? information in S5A's files i

[ 1 have read & agree to these terms.

Login

www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User 1D and Password.

STEP 4: Select the | have read & agree to these terms check box after reading the conditions defined
in the User Certification text box on the Log In to Online Services page.

Select the L og In button to display the BSO Main Menu page.

To return to the BSO Welcome to Business Services Online page, select the BSO Welcome
link at the top or bottom of the page.
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Social Security Online

nformation | Cortact Us | Keyboard Navig

il Main Menu

Welcome, JOHN PUBLIC
‘Your password expires on January 06, 2010

Report Wages To Social Security

Submit, download or process W-2s and W-2cs

Manage Account

® “iew / Edit Account Info iew submission status, acknowledge resubmission notices or
® Change Passward Request resubmission extensions

® Disable Account
Web Service

Manage Services With your ¥eb Service User ID, wage information can be exchanged with S5A using a client application developed by your company. Your Web
Senvice User 1D and password will have to be included in the header of each SOAP request sent to the EWR YWeb Service. The systermn will keep
* View/ Edit Services your Web Service account active as long as it is confirmed that you remain an employee of your company under the EIN specified
® Request New Senices
® Yisw Pending Services The EWR ¥Webh Sewice includes operations to submit wage files (in an MMREF2 format), resubmit corrected wage files and view the status of the
® Enter Activation Code(s) wage files submitted via your YWeb Service User D,

Manage Employer Information

® Add/lpdate Employer Information
® Remave Employer Infarmation

Harve & guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 am. to 7:00 p.m. Eastern Time ta speak with Employer Customer
Service personnel. For TDD/TTY call 1-800-325-0778

STEP5: Select the Report Wages To Social Security link on the BSO Main Menu page.

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
“iew submission status, acknowledge resubmission notices or
Reguest resubmission extensions
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The system displays the Wage Reporting Attestation page (see screen example below.)

SO(‘lal Sec_uri‘t}roll]jne BUSineSS SerViceS Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Keybhoard Navigation | Logout

Wage Reporting Attestation

User Certification for Electronic Wage Reporting

I understand that the Social Security Administration (SSA) will validate the information | provide against the
information in SSA’s files. | certify that | am the individual authorized to conduct business under this User ID
and have the authority to either attest to the accuracy of the data and/or transmit wage information and to
receive employee wage information for the employer.

By selecting the "I Accept” button, vou certify that vou have read, understand and agree to the user certification of Business
Services Online.

lAccept | [ 1DONOT Accept

Have a question? Call 1-800-772-6270 Mon. - Fri. 7AW to 7P Eastern Time to speakwith Employer Customer Service personnel. For TDDVTTY call 1-800-325-0778
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STEP 6: Select the | Accept button after reading the conditions defined in the User Certification for
Electronic Wage Reporting on the Wage Reporting Attestation page.

To return to the BSO Main Menu page, select thel DO NOT Accept button.

The system displays the EWR Home page (see screen example below.)
SocialSecuriyonine  BUSINESS Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Keyboard Navigation | Logout

o

Electronic Wage Reporting (EWR)

%y

Reporting Wages to Social Security Alorte and Nowe for EWR

Forms W-2\W-3 Online | | Forms W-2ef-3c Online | | Upload Farmatted YWage File |

E-mail a¥Ware Reporting Expert
Create/Resurme Farms W-204%-2 Online
= Create {fill in the form), save, print and submit up to 20 Forms YW-2 per Farm W-3. There is no limit on the number of Informacion en Espafiol
Faorms W-3 with up to 20 Farms W-2 an emplayer can enter, even ifthe multiple Forms W-3 are for the same
Employer ldentification Mumhber (EIN)

* Atany pointintime, upto 50 Forms W-3, each containing up to 20 Forms W-2, can be saved and resumedfsubmitted B UL

at a later date. Wane Reporting Handbook
* Apre-submission POF is provided to print the Forms -2 for distribution to the employees and for the employer S8M Verification Handbook
review.

Online Registration Handbook
Online Tutorial

Save Submitted Report(s) to Your Computar Sofware Demonstration
A printable final PDF wersion of a wage report created and submitted using Forms WW-204-3 Online can be saved to your FAQs - General Employer
computer. The final PDF(s) are available far download for only 30 days from the date of submissian.

» Readthe |ist of restrictions to determine whether you can use Forms W-200-3 Online.

Other Useful Information
Submission Status Employer Report Status et Ml

* Checking S5Ms
Wiew Submission Status o ) Wiew \Wane Report StatL!s » Unloading Formatted Files
Check report status, errors, and notice information far Check report status or view errors for reparts submitted )
previously submitted wage repars (Forms W-2/w-3). for your cornpany by a third party. *Eor Other Electronic Filers

* General Info aboutiage Filing

* RS Information

Resubmission Notice »Publication Resources

Ifyau received a Resuhmission MNotice, you may use the fallowing link to acknowledge receiving the Motice andior to request
a ane-time 15-day extension of the deadline:
Employer Support Links
Acknowledge Motice andfor Reguest Extension
= You will need information from the Motice to acknowledge the notice ar request an extensian.
= You cannot extend if (&) the file has previously been resubmitted or (b) today is mare than 45 days fram the date on
the Resubmission Notice.

Have a gquestion? Call 1-800-772-6270 Mon. - Fri. 7AM to 7PM Eastern Time to speakwith Employer Customer Serwvice personnel. For TDOVTTY call 1-800-325-0778

STEP 7. Select the View Wage Report Status link.

The system displays the Employer Report Selection page.
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Please read the following information befare continuing:

Employer Report Selection

« Employer report information is displaved only for reparts submitted after 2002.
» Repors that have notyet been processed cannot be displayed.

+ Processed moneytolals may not reflect the currently posted amounts.

+ Thig infarmation should not be used for reconciliation or tax liability purposes.
» This infarmation should not be used as the hasis for a Form YW-2c report.

Tax Year
The Taxvear is the year in which the wages were earned.

Please Choose a Tax Year

Have a question? Call 1-800-772-6270 hon. - Fri. 7AM to 7PM Eastern Time to speakwith Employer Customer Service personnel. For TODUTTY call 1-800-325-0778

STEP 8: Select the Tax Year from the Please Choose a Tax Year drop-down menu. The current tax
year isthe default value in the Tax Y ear drop-down menu.

STEP 9: Select the Continue button. The system displays the Employer Report Information page.

To return to the EWR Home page, select the Cancel button.
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sscamyone  EAl€CITONIC Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

Wage Report Status

Employer Report Information

Report Information for EIN: 00-0000000, Tax Year: 2009
For the tax year you have selected, there are a total of 2 reports. Select the results displayed in the Report Status column for an explanation of status codes. Select Detfails to view detailed information for a particular report.
IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before resubmitting. When you resubmit a file, include any reports that show COMPLETE status also, but make MO changes

in the COMPLETE reports. A COMPLETE report will be processed again if it contains changes. This can cause serious tax consequences for employees and the employer. Corrections after a report is COMPLETE can only be
made by filing a W-2c report

TIP: Use your browser menu Save As or Prinf feature if you wish to save or print this page for your records.

* Note: Detailed information is nof available for reports with & status of IN PROCESS.

Report Processed Processed Report Status Date * Employer Report
Type w-2 Social Security Wages, Status Details
Count Medicare, and
Federal Taxable Income
Correct
CORRECTION 4 SS Wages: §2.556,969,753 27 COMPLETE 07i25/2009 Details
Medicare: 53.005.064,199.85
Fed Taxable: $1,380.708.618.22
Correct
CORRECTION 0 S5 Wages: §0.00 DUPLICATE 08/05/2009
Medicare: $0.00
Fed Taxable: $0.00
Options
[ Return to Employer Report Selection ] | Return to the Employer Repart Selection page.

Have a question? Call 1-800-772-6270 Mon. - Fri. TAM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778,

STEP 10: Select the Details link in the Employer Report Details column of the specific report. The
system displays the Employer Report Detailed Information page.
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Wage Report Status

d EWR Handbook
Employer Report Detailed Information
Report Information for EIN: 00-0000000, Tax Year: 2008
Selectthe results displayed in the Report Status column far an explanation of status codes.
IMPORTANT: Repons that have heen processed to COMPLETE should not he changed ifthe file is resubmitted.

TIP: Use your browser menu Save As or Prnt feature if you wish to save or print this page for your records.

Report Type: REGLILAR Report Status: COMPLETE
Status Date: 121612008 Employment Type: Regular
Earnings Control Number: 2008212AA00031 Tax Jurisdiction: Dormestic Form -2
Reported W-2 Count: n0oooozo Establishment Number: G464
Processed W-2 Count: 20

Reported Processed Amended
SS Wages $0.00 $0.00 MOT APPLICABLE
SS Tips F0.00 $0.00 MOT APPLICABLE
Medicare Wages and Tips $0.00 $0.00 MOT APPLICABLE
Federal Taxable Income $2,945831.88 $2,945831.88 MOTAPPLICABLE

Wiew Errors [/ Wiew MamesSSH Validation Motice

Options
| Return to Employer Repont Irformation | E:;Lém tathe Employer Repart Information
[ Return to Employer Report Selection ] Return to the Employer Report Selection page.

Have a gquestion? Call 1-800-772-6270 Mon. - Fri. 7AW to 7P Eastern Time to speakwith Employer Customer Service personnel. For TDDVTTY call 1-800-325-0778

STEP 11: You can either select the View Name/SSN Validation Notice link or the View Errorslink.
Go to Step 12 to use the View Name/SSN Validation Notice link.

Because the Name/SSN Vaidation Notice displays only alimited number of SSNs, more
information may be obtained by viewing the Detailed Information for Error — Invalid Names
and/or SSNs page viathe View Errorslink. Go to Step 14 to use the View Errorslink.

STEP 12: Select the View Name/SSN Validation Notice link to display a facsimile of the notice mailed
to you. It will contain up to five hundred (500) SSNs that failed to match SSA’s records. The
system displays the Name/SSN Validation Notice.
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You can view a facsimile of the Name/SSN Validation Notice only if you received the
notice via mail. A partial sample of a Name/SSN Validation Notice is |ocated below.

Estabhshmang MMumSsr KOS MREM 31518500005 WD, S01125-0%

WUTE ol Are Getliing This Lettar

Some ampioyes names and Social Security numbsrs thal youw reported on the
Wage and Tax Statements (Forms W2 for tax year 2003 3o not agree walhiour
peEcHnds. YW e naaed Correcied infcarreah an oo wodk S0 eal ves Can Credit your
amployeas’ oarmends to thair Sacial Sacunty records. s smportant bec s thess
racords can defarmins i someona s entitlied o Social Secunity retrement,
disabiliby and survreors benehis_and how much he or she can receive. If the
TS O YO PSP B RS §S IS OrmeC Wwour Samdonnses midedt Not gt benafils s
ar she 15 chuss

There are several common reasons wiy the informaton reported to us doesnT
agres with our records_ incleding:

Ermors wara made in spedling an employea’s namee or soing the Soceal
SaCuriby number,

A employes dhid NOT foport & names changs followang & Msarmage or
divarca;, and

The narres or Socisd Secunby numbar wwas incomplete or i blank on the
W2 repiort sent 1o the Sacial Saecunby Admin siratan

NP ORTAMT,

Thas lefer s nob mpdy hal wou o Sour Samenlos-s rnianh nnall'!,r

e [ GOWVSITIFTRSNL Wit IRfOrmacen Sl e admpdoness fams oF Socisl
SE'CIJTII.':( numiDar_ . MNor Soeees il makia Sty SEEbarrss 200Ul an armmhosnaeas S

AT Qe on S5alus
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Sea MNext Fage
Wisit our website at wenes socialsecurity Qo

Fage 2 of 10

You should not use this letter to talke any adverse action against an employes
just because his or her Social Security number appears on the list, such as laving
off, suspending, firing, or discriminating against that individual. Doing so could,
in fact, violate state or federal lavw and subject wvou to legal consequences.

For Spanish-speaking individuals: Esta carta v los documentos adjuntos
provean informacion sobre las acciones que Usted debe tomar para corredir
algunos de los nombres v nameros de Seguro Social gue infarnms en los
Comprobantes de Retribuciones e mpuestos (formularios W-2, "Wage and Tax
Statements”, en inglés) de sus empleados. 3i usted necesita una traduccian de
aesta carta, por favor lamenos al ndmero de teléfono gratis, 1-800-F72-1213, de
FO0 am. a 700 pm. de lunes a viernes.,

Esta carta no implica gue usted ni su empleado intencionalmente proveyeron
informacian incorrecta al gobierno sobre el nombre o ndmero de Seguro

Social del empleado. Tampoco hace ninguna declaracian sobre el estado de
inmigracion de su empleado.

Lsted no debe usar esta carta para tomar una accion adversa contra |

Fage 2 of 10

If vou Hawve Any ClUestions

If wou hawve any questions, please call us toll-free at 1-800-772-6270 between
700 am.and 700 pomn., Monday through Friday. WWe can answer most
Juestions over the phone . You can also write Us at the address showvwn on the
first page of this letter_ Ifvou call, please hawve this letter with wou . [T will help

Us answwer wour questions . Also, general program information is available from
ourwebsite at wanw socialsecurity . goviemployer.

Maitie L. Smith

hAattie L. Smith

Assistant Regional Commissioner
Frocessing Center Operations

OFage 4 of 10
SOCIAL SECURITY MNUMBERS THAT DO NOT WMATCH OUR RECORDS

Q01-00-29901
Q05-00-29901
Q09-00-2901
013-00-2901
017-00-29901
021-00-9301
025-00-92901

002- 00-9901
006- 009901
010-00-9901
014- 00-9901
018-00-9901
022-00-9901
026-00-9901

003-00-9901
007-00-9901
011-00-9901
015-00-9901
019-00-9901
023-00-9901
027-00-2901

004-00-9901
002-00-9901
012-00-2901
016-00-29901
020-00-9901
024-00-28301
028-00-2901

STEP 13: At the bottom of the page you will see the Employer Report Detailed Information button
(not shown here). Select the Employer Report Detailed Infor mation button to return to the
Employer Report Detailed Information page (see page 39 for a screen example.)

STEP 14 Select the View Errorslink. The system displays the All Errors for Report page.
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saasanyoe  LlCCLTONIC Wage Reporting (EWR)

www.socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

ii- Wage Report Status

All Errors for Report
Error Information for EIN: 00-0000000, Tax Year: 2009

Selectthe results displayed in the Report Status column for an explanation of status codes
Select Details to view detailed information for a particular report.

IMPORTANT: If the submission shows one or more reports in RETURN status, view and correct errors before resubmitting. When you resubmit a file, include any reports that show
COMPLETE status also, but make NO changes in the COMPLETE reports. A COMPLETE reportwill be processed again if it contains changes. This can cause serious tax
consequences for employees and the employer. Corrections after a reportis COMPLETE can only be made by filing a W-2c report.

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records.

Report Status Error Description Importance

COMPLETE Invalid Names and/or S3Ns INFORMATIONAL Details
Options
[ Emplayer Report Detailed Information 1 Return to the Employer Report Detailed

Information page:

Have a guestion? Call 1-800-772-6270 Won. - Fri. 7AM to 7PM Eastern Time to speak with Employer Customer Service personnel. For TOD/TTY call 1-800-325-0778.

STEP 15: Select the Details link in the Invalid Names and/or SSNs error row. The system displays the
Detailed Information for Error - Invalid Names and/or SSNs page.

To return to the Employer Report Detailed Information page, select the Employer Report
Detailed Information button.
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seciseeniyonie LileCtronic Wage Reporting (EWR)

lwww._socialsecurity.gov EWR Home | E-mail a Wage Reporting Expert | Keyboard Navigation | Logout

.- Wage Report Status

Detailed Information for Error
Invalid Names and/or SSNs in
Report Number 0000000001

Error Information for EIN: 00-0000000 , Tax Year: 2009

TIP: Use your browser menu Save As or Print feature if you wish to save or print this page for your records.

Employer Name:CASH, CASH, CASH, CASH, CASH, CASH, CASH, CASH, CASH+CASH Tax Year: 2009
Employer EIN: 00-0000000 Establishment Number: K985
Employer Employment Type: Invalid Value Reporied Reported W-2 Count: 0000008
Tax Jurisdiction: Domestic Form W-2 P W-2 Count: 28
Importance: INFORMATIONAL
Error Description: Some Employee Wage Records in the wage report contain Names and/or Social Security Numbers (SSNs) that do not agree with our records. This may be due to a data processing error.
Check the structure of the wage report to ensure that Names and SSNs are in the proper positions in the RW Records. Also, please check all names to ensure that: a) the first name and/or the |ast name fields
are not blank; b) the name agrees with the individual's name exactly as itis shown on the individual's Social Security card; c) the first name, middle name and last name are provided in separate fields; d)the
individual's title (Mr., Mrs_, etc.) is notincluded in any of the name fields. Please check all S55Ns to ensure that: a) the SSN agrees with the individual's SSN exactly as it is shown on the individual's Social
Security card; b) the SSN is nine (9) numeric characters and does not contain letters, blanks, spaces, hyphens, prefixes or suffixes; c) the SSN does not contain 1111111117, "333333333" or "123456789" d)
the SSN does not begin with "8” or "9%; and e) the SSN is not in reverse order
Reported All Non-Zero Missing Failed to Total Failed
Zeros or Incomplete SSNs Match SSNs
21 0 o 21
INote: The Name columns will be blank for reports submitted using the Technical Information Bulletin (TIB) format standard. The Social Security Administration no longer accepts TIB submissions.
TIP: Use the W-2 Sequence number to locate the Forms W-2 within your report.
\W-2 Sequence SSN First Name Niddle Hame Last Hame
Number

1 000000000 HERBERT w MILLAY

2 000000000 HERBERT w MILLAY

3 000000000 HERBERT w MILLAY

4 000000000 HERBERT w MILLAY

5 000000000 HERBERT w MILLAY

[ 000000000 HERBERT w MILLAY

7 000000000 HERBERT w MILLAY

8 000000000 HERBERT w MILLAY

9 000000000 HERBERT w MILLAY

10 000000000 HERBERT w MILLAY

" 000000000 HERBERT w MILLAY

12 000000000 HERBERT w MILLAY

12 000000000 HERBERT w MILLAY

14 000000000 HERBERT w MILLAY

15 000000000 HERBERT w MILLAY

16 000000000 HERBERT w MILLAY

17 000000000 HERBERT w MILLAY

18 000000000 HERBERT w MILLAY

19 000000000 HERBERT w MILLAY

20 000000000 HERBERT w MILLAY

21 000000000 HERBERT w MILLAY

Options

All Errors for Report View All Errors for this Report

[ Employer Report Detailed Information 1 rt?tum t‘a the Employer Report Detailed
nformation page

Have a question? Call 1-800-772-6270 Mon. - Fi

M to TPM Eastern Time to speak with Employer Customer Service personnel. For TDD/TTY call 1-800-325-0778.
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STEP 16: Select the All Errors for Report button after reviewing the error information to return to the
All Errorsfor Report page.
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